RB3>).S 


UMASS/AMHERST 

sJggk 


■ 


/ORKING 
OGETHER 


Building  a 
Quality  Workforce 


(MM 


Itoh/era.ty  ot        acfiuselfe 


TRAINING  PROGRAMS  FOR  STATE  AND  LOCAL  GOVERNME, 


OCTOBER  1992  — JUNE  1993 


rM 

m 

u\ 

COMMONWEALTH  OF  AAASSACHU SETTS 
DEPARTMENT  OF  PERSONNEL  ADMINISTRATION 
HUMAN  RESOURCE  DEVELOPMENT  GROUP 


THE  COMMONWEALTH  OF  MASSACHUSETTS 

EXECUTIVE   OFFICE   FOR 

ADMINISTRATION    AND    FINANCE 

STATE  HOUSE.  BOSTON  02133 
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Governor 
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Dear  Colleague: 

Your  efforts  to  achieve  positive  results  in  the  delivery  of  government  services  are 
very  much  appreciated.  In  the  coming  year,  we  will  continue  to  be  challenged  to 
increase  the  effectiveness  of  these  services  and  the  efficiency  of  government  operations. 

The  programs  offered  in  this  catalogue  will  help  to  develop  the  skills  we  need  for 
continuous  quality  improvement  at  every  employee  level.  The  Tier  Management 
Development  Programs  also  provide  opportunities  for  participants  to  foster  collabora- 
tion with  colleagues.  I  urge  you  to  maintain  our  ability  to  work  productively  together 
by  planning  for  your  agency  staff  to  participate  in  these  programs  or  by  participating 
yourself. 

A  properly  trained  government  workforce  can  make  a  great  deal  of  difference  in 
our  ability  to  solve  the  problems  that  are  before  us. 

Please  avail  yourself  of  this  opportunity  to  improve  your  own  skills  or  the  skills  of 
those  who  work  for  you,  if  you  have  the  opportunity  to  do  so. 

Sincerely, 
William  F.  Weld 
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GOAL:     To  develop  your  annual  training  plan,  using  this  catalogue  as 
a  resource  for  the  centralized  training  component. 


STANDARD:  1%  of  your  department  operating  budget  will  achieve  the 
established  goal  of  providing  from  all  training  resources  a 
minimum  of  three  days  of  training  per  year  for  every  em- 
ployee. Centralized  training  should  be  your  primary  resource 
for  generic  programs. 


REGISTRATION:    September  1 1, 1992  for  all  FY  '93  Programs 

To  meet  the  above  goal,  agencies  must  submit  their  annual 
training  request  for  FY  '93  by  September  1 1,  1992. 

Agencies  may  request  additional  program  slots  for  courses  on 
a  space  available  basis. 

The  HRD  Group  will  provide  technical  assistance  to  state  and 
local  government  departments  on  developing  their  annual 
training  plan  and  completing  their  registration. 

Please  call  us  at  727-2408. 


Publication  No.  17136-56-18000-5-92 
Approved  by:  State  Purchasing  Agent 


WILLIAM  F.  WELD 
Governor 

ROBERT  C.  DUMONT 
Personnel  Administrator 


The  Commonwealth  of  Massachusetts 

Department  of  Personnel  Administration 

One  Ashburton  Place,  Boston,  MA  02108 


Dear  Fellow  Employee, 

I  am  pleased  to  present  the  FY' 93  Human  Resource 
Development  Course  Catalogue  as  it  provides  quality  training 
and  development  opportunities  for  all  government  employees. 
The  Human  Resource  Development  group  has  worked  closely  with 
your  Department  Training  Officers  to  determine  which  programs 
are  most  relevant  to  the  management  and  staff  development 
needs  of  all  levels  of  employee.   Because  of  financial 
constraints,  the  staff  has  also  reduced  the  length  of  many 
courses  and  has  made  every  effort  to  maintain  a  reasonable 
schedule  of  fees. 

In  an  environment  of  downsizing  and  restructuring,  we  are 
all  called  on  to  meet  new  challenges.   It  is  essential  that  we 
maintain  and  improve  the  skill  and  ability  necessary  to  meet 
these  challenges.   The  programs  in  this  catalogue  provide  one 
avenue  of  doing  that  and  I  encourage  you  to  take  advantage  of 
them.   An  investment  in  training  is  an  investment  in  ourselves 
and  the  services  we  offer  to  the  citizens  of  the  Commonwealth. 

I  welcome  your  comments  and  suggestions  on  any  aspect  of 
these  programs. 


Sincerel 


Robert  C .    Dumont , ""  ' 

Personnel  Administrator 
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The  primary  purpose  of  the  Human  Resource  Development  Group  (HRD)  is  to 
provide  programs  and  centralized  direction  regarding  training  and  development  for  all 
government  employees.  Our  mission  is  to  oversee  and  contribute,  in  a  cost-effective 
way,  to  the  development  and  productive  use  of  the  Commonwealth's  human  resources 
by  providing  technical  assistance  and  training  programs  for  management,  supervisory, 
professional,  and  clerical/support  staff.  HRD  provides  a  means  for  government  em- 
ployees to  come  together,  learn  new  skills  and  build  networks.  HRD  staff  should  be 
considered  your  first  resource  for  training  and  development  needs.  Please  call  staff  at 
727-2408  with  any  questions  or  concerns. 

Executive  Office  for  Administration  and  Finance 

Peter  Nessen,  Secretary 

Department  of  Personnel  Administration 

Robert  C.  Dumont,  Personnel  Administrator 

James  J.  Hartnett,  Jr.,  Deputy  Commissioner 

Mary  L.  O'Neil,  Director 

Ronice  V.  Morgan,  Assistant  Director 

Marsha  I.  Wilson,  Professional  Staff 

Joan  T.  Calabro,  Mona  Smolenski,  Support  Staff 


This  catalogue  contains  the  most  up-to-date  information  available.  If  any  additions, 
deletions,  or  changes  are  required,  they  will  be  sent  to  your  Department  Training  Officer 
(DTO),  your  first  point  of  reference  for  your  training  needs.  For  the  name  and  telephone 
number  of  your  Training  Officer,  refer  to  the  DTO  Directory  in  this  catalogue. 
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HUMAN  RESOURCE  DEVELOPMENT  GROUP 

The  Human  Resource  Development  Group  is  pleased  to  present  its  annual  course 
catalogue  of  programs  and  services.  We  work  together  with  you  to  reach  the  common 
goal  or  developing  the  human  resource  potential  —  motivation,  creativity,  initiative, 
productivity  and  career  satisfaction  of  all  state  employees. 

WHO  ARE  WE? 

The  HRD  Group  is  the  Commonwealth's  centralized  training  unit  for  government 
employees.  The  staff  brings  extensive  professional  experience  to  human  resource  devel- 
opment. HRD  provides  generalized  skills  training  and  internal  consulting  to  complement 
and  enhance  the  resources  of  individual  departments. 

HOW  WE  SERVE 

The  HRD  Group  offers  training  and  development  programs  and  services  for  all  levels 
of  state  and  local  government.  We  also  provide  opportunities  for  networking,  resource 
sharing  and  technical  assistance.  HRD  offers: 

•  A  core  of  quality  training  programs; 

•  Internal  consulting  on  departmental  training  and  organizational  development; 

•  Certification  of  Trainers; 

•  Needs  assessment; 

•  Curriculum  development; 

•  Evaluation; 

•  Tuition  Remission  for  state  agency  managers. 

SELECTING  TRAINERS 

We  select  the  best  available  trainers  and  consultants  from  both  the  private  and 
public  sector  to  deliver  our  programs  and  services.  A  trainer's  knowledge,  skills  and 
abilities  as  well  as  potential  topic  areas  are  carefully  explored  to  ensure  that  programs 
are  closely  geared  to  the  public  sector  environment.  HRD  staff  also  keep  in  mind 
state-wide  goals,  missions  and  affirmative  action  outreach. 

INTERNAL  DEPARTMENT  CONSULTING 

To  assist  departments  with  their  Human  Resource  Development  goals,  the  HRD 
Group  offers  internal  consulting  on  training  and  organizational  development.  With  the 
professional  experience  of  our  staff,  in  conjunction  with  other  state  agency  HRD  experts, 
we  can  assist  you  with  conducting  needs  assessments,  developing  an  HRD  plan  for 
management  and  staff  development  and  evaluation  of  existing  programs.  Call  Mary 
O' Neil,  727-2408. 
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AGENCIES  ON  MMARS 


Complete  Matrix  Registration  Form.  Sign  and  enter  the  Grand  Total  of  the  course 
fees  and  the  IE  number. 

Complete  the  Chargeback/Buyer  Department  Contract  Form  and  photocopy  the 
completed  form. 

Send  the  Contract  Form  with  original  signatures  to  the  Comptroller's  Procure- 
ment Unit. 

Obtain  a  screen  print  of  the  IE  from  your  MMARS  Liaison. 

Send  screen  copy  of  IE  and  photocopied  Chargeback  Form  along  with  the  Matrix 
Registration  Form  to  the  HRD  Group. 


AGENCIES  NOT  ON  MAAARS 


Complete  Matrix  Registration  Form.  Sign  and  enter  the  Grand  Total  of  the  course 
fees. 

Complete  the  section  of  the  form  reserved  for  the  IE  number  as  follows: 

(your  3-letter  agency  code)  —  SE  N  D-l  NVOI  CE. 

Return  Matrix  Registration  Form  to  HRD  Group. 


EMPLOYEES  SELF-PAYING 


Complete  a  separate  Matrix  Registration  Form  for  employees  paying  for  pro- 
grams themselves. 

Complete  the  section  of  the  form  reserved  for  the  IE  number  as  follows: 

(your  3-letter  agency  code)  — -  C  H  E  CK 

Instruct  employees  to  make  the  check  payable  to  the  Commonwealth  of  Massa- 
chusetts and  to  also  include  their  Social  Security  Number. 

Check(s)  and  the  Matrix  Registration  Form  should  be  returned  to  the  HRD  Group. 


SPECIAL  ACCOMMODATION  REQUESTS 


Requests  for  employees  with  special  accommodation  needs  should  be  attached  to 
the  Matrix  Registration  Form. 


CANCELLATION  POLICY 


Slots  requested  cannot  be  cancelled  or  substituted  for  other  courses. 

To  avoid  being  charged  for  "no  shows",  instruct  employees  to  notify  you  so  that 
you  can  arrange  for  substitutes. 

See  Following  Pages  for  More  Detail. 
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Guidelines  and 

Procedures  for 

Participation 

EMPLOYEES: 

1 .  Use  the  "Participant  Registration  Form"  on  p.  55  of  this  catalogue.  Duplicate  this  form 
as  needed.  Use  one  form  for  each  program  you  would  like  to  enroll  in. 

2.  Have  your  supervisor  sign  the  form  and  send  it  to  your  Department  Training  Officer 
(DTO).  A  list  of  DTO's  is  on  p.  1 0  of  this  catalogue.  DO  NOT  SEND  TO  THE  HRD 
GROUP. 

3.  If  your  registration  form  is  approved,  your  Department  Training  Officer  will  sign  the 
form  and  return  it  to  you.  You  must  bring  this  form  with  you  for  admission  to  the 
class. 

4.  Your  department  will  be  charged  for  fee  courses  whether  or  not  you  attend.  There- 
fore, you  must  notify  your  DTO  immediately  if  you  cannot  attend  so  that  a  substitute 
may  be  sent. 

5.  Participants  may  pay  for  programs  themselves  but  must  have  their  supervisor's 
permission  for  attendance.  Checks  should  be  made  payable  to  the  COMMON- 
WEALTH OF  MASSACHUSETTS  and  sent  with  your  registration  form  to  your  DTO 
who  will  forward  it  to  HRD.  Please  write  your  social  security  number  on  your  check. 


DEPARTMENT  TRAINING  OFFICERS: 

1 .  Based  on  registration  forms  received  from  your  employees  and  your  department's 
annual  training  plan,  reserve  slots  for  each  program  using  the  Matrix  Enrollment  Form 
which  has  been  sent  to  you  under  separate  cover.  The  Matrix  Form  is  not  in  the 
catalogue. 

2.  For  fee  courses,  each  Matrix  must  have  your  signature  and  that  of  your  agency's 
budget  representative.  The  Intragovernmental  Encumbrance  Number  (I.E.)  must  be 
provided  on  the  matrix  form  and  must  be  established  in  MAAARS  as  vendor  specific 
for  the  Department  of  Personnel  Administration.  Forms  without  this  information 
cannot  be  processed  and  will  be  returned  to  you.  For  payment  and  recordkeeping 
purposes,  it  is  recommended  that  you  use  a  single  I.E.  Number  for  all  your  requested 
slots.  For  fee  courses,  Matrix  Enrollment  Forms  for  the  entire  Fiscal  Year  1 993  must 
be  received  NO  LATER  THAN  SEPTEMBER  11,1 992.  Requests  for  additional  slots 
in  fee  courses  will  be  accepted  on  a  space  available  basis.  To  avoid  duplicate 
charges,  each  Matrix  Enrollment  Form  must  not  include  previously  requested  slots  but 
only  new  slots  requested. 

3.  Slots  cannot  be  cancelled  or  substituted  for  other  fee  courses  after  September  1 1 , 
1992.  To  avoid  being  charged  for  "no  shows,"  instruct  employees  to  notify  you 
immediately  if  they  cannot  attend  so  that  you  can  arrange  for  appropriate  substitutes 
to  be  sent  to  the  course. 

4.  Once  HRD  confirms  your  fee  slots,  complete  the  DTO  INFORMATION  portion  of 
the  Participant  Registration  Form.  Return  the  form  to  the  participant  with  instructions 
to  present  the  form  for  admission  to  the  course.  We  suggest  you  keep  copies  for  your 
records. 


Guidelines  and  Procedures  for  Participation 


5.  Intragovernmental  Vouchers  (IV's)  will  be  sent  by  DPA  to  your  department's  MMARS 
liaison  for  payment  in  full  for  confirmed  charges  in  fee  courses.  Please  inform  your 
budget  personnel  to  process  these  IV's  as  soon  as  they  are  received.  Where  neces- 
sary, DPA  will  issue,  in  a  separate  procedure,  reversing  IV's  to  return  funds  to  your 
agency.  The  Document  I. D.  number  will  begin  with  an  Fon  IV's  for  Fall  courses  and  an 
S  on  IV's  for  Spring  courses.  Departments  not  on  MMARS  will  be  invoiced  by  DPA. 
Invoices  are  to  be  paid  for  by  check.  Checks  should  include  the  Vendor  Code 
number.  All  checks  for  HRD  courses  are  to  be  made  payable  to  the  Commonwealth 
of  Massachusetts  and  must  be  accompanied  with  a  statement  indicating  what 
courses  the  check  is  to  be  applied  against. 

6.  Please  contact  the  Registrar  at  H  RD  if  you  have  any  questions  or  concerns  about  the 
Registration  Procedures. 

SPECIAL  NEEDS 

HRD  will  make  every  effort,  with  the  support  of  your  department,  to  accommodate 
special  needs,  whether  they  be  physical,  visual  or  auditory.  Please  inform  your  Depart- 
ment Training  Officer  of  your  needs.  It  is  critical  that  requests  for  accommodation  be 
attached  to  the  agency's  Matrix  Enrollment  Forms  to  enable  HRD  to  secure  the  necessary 
resources. 
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Department  Training 
Officer  Directory 

Department  Training  Officers  (DTO's)  are  appointed  to  keep  the  HRD  Group 
informed  about  department  training  needs,  to  publicize  HRD  programs  within  their 
department,  and  to  administer  the  program  planning  and  enrollment  procedures.  Please 
contact  your  DTO  (listed  below)  to  access  the  programs  and  services  described  in  this 
catalogue. 
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MMARS 

DEPT. 

CODE 

STATE  GOVERNMENT  DIRECTORY 

ADMINISTRATION  AND  FINANCE 

ALA 

Admin.  Agency  Developmental^  Disabl. 

Randy  Chaskin 

727-4178 

ANF 

Executive  Office  Administration/Finance 

Helen  Chin  Schlichte 

727-0256 

ART 

Massachusetts  Cultural  Council 

Susan  Griger 

727-3668 

ATB 

Appellate  Tax  Board 

Carl  Benati 

727-3100 

BSB 

Bureau  of  State  Office  Buildings 

Beth  Ann  Litchfield 

727-2607 

BSI 

Bureau  Special  Investigations 

William  Souris 

727-6950 

CAD 

Mass.  Commission  Against  Discrimination 

John  Ahearn 

727-3990 

CSC 

Civil  Service  Commission 

Elizabeth  Waxman 

727-2293 

DCP 

Division  Capital  Planning/Operations 

Dolores  Cialante 

727-4006 

DHO 

Division  Hearings  Officers 

Robert  Tierney 

727-7060 

DOR 

Department  of  Revenue 

Elaine  Mispilkin 

727-4595 

DPA 

Department  of  Personnel  Administration 

Eugene  Rooney,  Jr. 

727-3553 

FAD 

Budget  Bureau 

Lauren  Johnson 

727-2081 

GIC 

Group  Insurance  Commission 

William  Hilliker 

727-2310 
X3018 

LIB 

Massachusetts  State  Library 

Brenda  Howiston 

727-2593 

MIS 

Management  Information  Systems 

Maureen  O'Brien 

973-0742 

OAA 

Office  of  Affirmative  Action 

Joan  McLaurin 

727-7441 

OER 

Office  of  Employee  Relations 

Lianne  Shields 

727-5403 

OHA 

Office  of  Handicapped  Affairs 

Soula  Antoniou 

727-7440 

OSC 

Office  of  the  Comptroller 

Carol  Gross 

727-5000 

PGS 

Dept.  of  Procurement  and  General  Services 

Jackie  Harris 

727-5533 

PER 

Public  Employee  Retirement  Board 

James  Waldman 

727-9380 

TRB 

Teachers'  Retirement  Board 

Robert  DeLena 

727-5440 

CONSUMER  AFFAIRS 

ABC 

Alcoholic  Beverage  Control  Comm. 

Janet  DeCarlo 

727-3040 

CTV 

Cable  TV  Commission 

John  Urban 

727-6925 

DOB 

Division  of  Banks 

Dorothy  Adams 

727-8599 

DOI 

Division  of  Insurance 

William  Hubbard 

727-7189 

DOS 

Division  of  Standards 

Charles  Carroll 

727-3480 

DPU 

Department  of  Public  Utilities 

Gail  Soares 

727-3528 

MED 

Board  of  Registration  in  Medicine 

Graham  Holmes 

727-3086 

REG 

Division  of  Registration 

Susan  Dolabany 

727-3074 

SCA 

Executive  Office  of  Consumer  Affairs 

Linda  Witonski 

727-1637 

SRC 

State  Racing  Commission 

George  Collins 

727-2581 

COMMUNITIES  AND  DEVELOPMENT 

CEA 

Community  Economic  Assistance  Corp. 

Carl  Sussman 

727-0506 

IFA 

Mass.  Industrial  Finance  Agency 

Judy  Wells 

451-2477 

OCD 

Executive  Office  Comm/Development 

Richard  Ofria 

727-7147 

CONSTITUTIONAL  OFFICES 

AGO 

Attorney  General's  Office 

Sandra  Clewell 

727-2200 

GCN 

Governor's  Council 

George  Cronin,  Jr. 

727-2756 

GOV 

Governor's  Office  of  Educational  Affairs 

Theresa  Dolan 

727-5415 

SAO 

Office  of  the  State  Auditor 

Stephen  Tierney 

727-6200 

SEC 

Office  of  the  Secretary  of  State 

Kevin  Harvey 

727-4918 

TRE 

Treasurer  and  Receiver  General 

Martha  Bradley 

367-3900 

ENVIRONMENTAL  AFFAIRS 

AGR  Department  Food  and  Agriculture 

DEM  Department  Environmental  Management 

ENV  Executive  Office  Environmental  Affairs 

EQE  Dept.  of  Environmental  Protection 

FWE  Division  of  Fisheries  and  Wildlife 

MDC  Metropolitan  District  Commission 

WRA  Water  Resources  Authority 

ECONOMIC  AFFAIRS 

DES  Department  of  Employment  and  Training 

DVT  Division  of  Tourism 

OIT  Office  International  Trade/Investment 

SEA  Executive  Office  Economic  Affairs 

TDC  Technical  Development  Corporation 

ENE  Division  of  Energy  Resources 

DEPARTMENT  OF  EDUCATION 

DOE  Department  of  Education 

ELDER  AFFAIRS 

ELD  Executive  Office  Elder  Affairs 

MASSACHUSETTS  GENERAL  COURT 

HOU  House  Committee  on  Personnel  and  Admin. 

LEG  Legislative  Services  Bureau 

SEN  Senate 

HIGHER  EDUCATION 

BCC  Berkshire  Community  College 

BHC  Bunker  Hill  Community  College 

BRC  Bristol  Community  College 

BSC  Bridgewater  State  College 

CCC  Cape  Cod  Community  College 

FRC  Framingham  State  College 

FSC  Fitchburg  State  College 

GCC  Greenfield  Community  College 

HCC  Holyoke  Community  College 

LOW  UMASS  -  Lowell 

MAS  Massasoit  Community  College 

MBC  Mass.  Bay  Community  College 

MCA  Mass.  College  of  Art 

MCC  Middlesex  Community  College 

MMA  Mass.  Maritime  Academy 

MWC  Mt.  Wachusett  Community  College 

NAC  North  Adams  State  College 

NEC  Northern  Essex  Community  College 

NSC  North  Shore  Community  College 

QCC  Quinsigamond  Community  College 

RCC  Roxbury  Community  College 

RCN  Regents'  Computer  Network 

RGT  Higher  Eduation  Coordinating  Council 

SMU  UMass  Dartmouth 

SSA  Salem  State  College 

STC  Springfield  Technical  College 

UMA  Staff  Training/UMass  Amherst 

UMI  UMASS  Boston/IGS 

UMM  UMASS  Medical  Center 

WOR  Worcester  State  College 

WSC  Westfield  State  College 

HUMAN  SERVICES 

CHE  Soldiers'  Home  -  Chelsea 

DAC  Disabled  Persons  Protection  Commission 

DDS  Mass.  Rehab.  Disability  Determination 

DMH  Department  of  Mental  Health 


DMR 


Department  of  Mental  Retardation 


George  Porter 

727-3026 

Johanna  Zabriskie 

727-3164 

Marilyn  Hilliard 

727-9800 

Linda  Chiaramonte 

292-5508 

Peter  Burke 

727-1614 

Thomasina  Dyett 

727-9650 

Marcy  Lidman 

242-6000 

Joan  Folcik 

727-0937 

Michelle  Nappa 

727-3201 

Susan  Steverman 

367-1830 

Benay  Carlino 

727-8380 

Personnel  Office 

523-7557 

Elizabeth  Broaca 

727-4732 

Ellen  McCormack 

770-7334 

Sheila  Donahue-King 

727-7750 

Norman  Lombardi 

722-2582 

Kevin  Shea 

722-2520 

Robert  Cawley 

722-1212 

Sheila  Sykes 

(413)499-4660 

Mary  Provo 

241-8600 

John  Wiberg 

727-7117 

Jean  Zona 

697-1221 

Dr.  Richard  Kraus 

362-2131 

Joseph  Lopes 

727-8513 

Mary  Scott 

727-2151 

x3172 

Jeffrey  Wallace 

(413)774-3131 

Jane  Hall 

(413)538-7000 

John  Giarosso 

727-9820 

Joseph  Rucker 

(508)588-9100 

Lorraine  Johnson 

237-1100 

Jeanne  Regan 

727-0272 

Gary  McPhee 

275-8910 

Carolyn  Boiling 

727-4552 

Nancy  Ferguson 

(508)  792-7580 

Marilyn  Trukouski 

(413)664-4511 

Judith  Kamber 

374-3955 

Jane  Coviello 

762-4000 

Stan  Rome 

853-2300 

Kevin  Akre 

427-0060 

Antonia  Jimenez 

727-9500 

Maryellen  Lyons 

727-7785 

Rita  Morotti 

(508)  999-8060 

Judith  Salisbury 

741-6123 

Myra  Smith 

(413)781-7822 

Donna  Mellen 

(413)545-2031 

Gerry  McGlynn 

287-7408 

Judy  Mancuso 

(508)  856-001 1 

Irene  Leonard 

793-8028 

Timothy  Murphy 

(508)  568-331 1 

Daniel  Rodrigues 

884-5660 

John  Dunn,  Jr. 

727-6469 

Robert  Sullivan 

654-7505 

Doug  Shatkin 

727-5500 

x301 

Renae  Green 

727-5608 

x234 
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DMS  Deportment  of  Medical  Security 

:  :  -  Deportment  of  Public  Health 

r  3  3  Deportment  of  Sociol  Services 

DYS  Deportment  of  Youth  Ser 

H  :r  -.-non  Services 
H .  Soldiers  Home  -  Holyc  • 

'  • '  _ :  Moss.  Commission  for  the  Blind 

'.'  1 1  Moss.  Commission  for  the  Deaf 

'  ■''  _  Mass.  Rehabilitation  Commission 

I1!  Office  for  Children 

_  ;  Office  of  Refugee  &  Immigrants 

Mass.  Parole  Board 
; :  _  Rate  Setting  Commission 

VET  Veterans'  Services 

Department  of  Public  Welfare 


INDEPENDENT  COMMISSIONS 


j 


;rc 


BIC 

JUDICIARY 
PC 
DAO 
MHl 

'-I 


Board  of  Library  Commissioners 


re  for  Public  Counsel  Services 
District  Attorney's  Office  West 
Mental  Health  Legal 
Office  of  the  Commissioner  Probation 


LABOR 

i  1  -  Board  of  Conciliation/Arbitration 

1  -1  Division  of  Industrial  Accidents 

E/ecutive  Office  of  Labor 

._'.'  Joint  Labor/Management  Committee 

.  -  z  Department  of  Labor  and  Industries 

. '  1  Mass.  Labor  Relations  Commission 

PUBLIC  SAFETY 

AA  B  Architectural  Access  Board 

State  Board  Building  Regulations 
CAP  .oitol  Police  Department 

11.  Mass.  Committee  Criminal  Justice 

CI  Mass.  Civil  Defense  Academy 

CHS  Criminal  History  Systems  Board 

CJT  -linal  Justice  Training  Council 

Office  of  the  Chief  Medical  Examiner 
1 -' '  ^artment  of  Public  Safety 

Exec  A  te  Office  of  Public  Safety 
-~'_B  Go  temor's  Highway  Safety  Bureau 

~A  Mass.  Firefighting  Academy 

MIL  Military  Division 

'B  Merit  Rating  Board 

'" ' '  •  !  jistry  of  Motor  Vehicles 

Department  of  Correction 

TRANSPORTATION  AND  CONSTRUCTION 

'  sportation  Planning 
DP  Mass.  High //ay  Dept. 

MAC  Mass.  Aeronautics  Commission 

MB!  M^  "ransportation  Authority 

MPA  Mass.  Port  Authorit/ 

Mass.  Turnpike  Authority 
TPP  /e  Office  of  Trans,  and  Constr. 


Sharyn  Imonti 

727-8300 

Marjory  Reid 

727-2638 

Richard  Faust 

727-0900 

Robert  Brown 

(508)  792-7463 

Connie  Aliberti 

727-7600 

Richard  Paluzzi 

(413)532-9475 

Patricia  Harris 

727-7520 

Kim  Egan 

727-5106 

Phillip  LeBlanc 

727-6936 

Patricia  Libby 

727-8916 

Fred  Koed 

727-7888 

Leslie  Bestick 

727-3271 

Diane  Prescott 

451-5330 

Robert  Stevens 

727-3581 

Stan  Spack 

348-5555 

267-9400 

Ann  Marie  Quinlivan 

727-0060 

Mary  Barry 

727-9140 

Michael  Collura 

849-5555 

Irene  Levitt 

267-9400 

Yvonne  Freitas 

482-6212 

Carolyn  Knight 

(413)781-8100 

Chris  O'Toole 

723-9130 

Ronald  Corbett,  Jr. 

727-5348 

Sarah  Garragy 

727-3466 

Alice  Crotty 

727-5795 

Mike  Wallace 

727-6573 

Mary  Cappadona 

727-9690 

Thomas  Nee 

727-3454 

Ann  Moriarty 

727-3510 

Deborah  Ryan 

727-0661 

Pauline  Stanton 

727-3200 

Robert  Concannon 

727-2912 

Marie  Beckford 

727-4320 

Arlene  Margolis 

(508)820-2018 

Martin  Censullo 

727-0090 

Charles  Dunlap 

727-8178 

Timothy  Manning 

856-3501 

William  McCabe 

566-4500 

Susan  Levine 

727-7775 

Maria  Farrah 

727-6962 

Leslie  Hoffman 

727-9635 

David  Gavigan 

727-5390 

Robert  Kubacki 

727-4977 

Donald  Reilly 

727-1814 

Rene  Poirier 

727-591 1 

Maureen  O'Brien 

973-7140 

Joseph  DeSisto 

973-7718 

Dave  Graham 

973-7350 

Spencer  Blakeslee 

722-5732 

Debbie  Caplan 

973-5500 

Patty  Scanlon 

248-2851 

Marie  Allen 

973-7050 

LOCAL  GOVERNMENT  DIRECTORY 
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-actions 
Pol  •  .rtments 

Fire  Departme 


Personnel  Directors 
Maryellen  Fidrych 
Chiefs  of  Police 
Thomas  Kennedy 
Steve  Coan 


725-4009 

(508)  820-2300 
727-9635 


•  .-•    : 


SPECIAL  SERVICES  AND  PROGRAMS 


Master  Service  Agreement:  Interagency  Task  Force 

The  Department  of  Personnel  Administration,  the  Department  of  Procurement  and 
General  Services,  and  the  Office  of  the  Comptroller,  with  the  assistance  of  the  Inter- 
agency Task  Force,  develop  and  distribute  a  Master  5er\  oe  L  'ASA)  for 
Specialized  Training  and  Consultation  Services.  The  Master  Se  .reement 
provides  a  list  of  trainers  who  have  been  certified  by  DPA  to  delive-  Ira  n  ng  to  state 
employees.  It  is  a  major  resource  for  your  department  as  it  minimizes  many  of  the 
time-consuming  aspects  of  selecting,  contracting  with,  and  paying  vendors  for  in-house 
training  activities.  The  MSA  also  functions  to  provide  a  consistent  quality  of  services  and 
to  standardize  the  hourly  rates  for  training  offered  in  the  Commonwealth.  Mc 
agencies  have  commented  on  how  valuable  this  tool  is  to  ihe          ning  efforts. 

The  Interagency  Task  Force  has  been  appointed  by  the  Department  of  Personnel 
Administration  and  Cabinet  Secretaries  to  develop  the  menu  of  topics  and  services  that 
are  available  and  to  participate  in  the  certification  process  of  the  trainers.  Their  tme  and 
professional  experience  in  these  activities  contribute  a  great  deal  tc  Df  the 

Master  Service  Agreement.  Members  of  the  Task  Force  qxq  listed  b- 
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Administration  and  Finance 


Environmental  Affairs 
Human  Services 


Transportation  and  Construction 

Public  Safety 

Economic  Affairs 

Elder  Affairs 

Communities  and  Development 

Department  of  Education 

University  of  Massachusetts 


Barbara  Blakeslee,  Dept.  of  Revenue 
John  Ewing,  Proc_  ~t  and  Generol  Services 

Bill  Hilliker,  Group  Ira  :e  Commission 

Thomasina  Dyett,  Metropolitan  District 

Commission 
Judith  Ananian,  Dept.  of 
Phil  LeBlanc,  Mass.  Rehac  Commission 

Doug  Shatkin,  Dept.  of  Mental  Heo 
Marie  Allen,  E>  e  Office 

Susan  Le^  e  Of* 

Joan  Folcik,  Dept.  of  Employment  and  Training 
Sheila  Done        *  e  Off 

Richard  Of- 

Ellen  McCorrrx  e  Off 

Geraldine  McGlynn,  Donahue  Institute  for 

G. 


Representatives  from  the  Department  of  Pers. 

y  0*Neil,  Director,  HRD 
Marsha  Wilson,  Training  Specialist,  HRD 
Terry  Herbert,  Contract  Specialist,  A, 

Pleusr  contact  rasli  Force  members  or  rv  \D  (727-2406)  for  more 

information  on  hov\  to  utilize  th<  eemer  NASA  is 

distributed  to  Department  Training  Off 


SPECIAL  SERVICES  AND  PROGRAMS 


Office  of  the  Comptroller,  Training  Unit 

The  Training  Unit  in  the  Office  of  the  Comptroller  offers  a  wide  variety  of  training 
courses  for  state  departments  on  a  no  cost  basis.  Courses  are  designed  to  give  managers 
and  staff  the  skills  necessary  to  manage  and  use  the  statewide  personnel,  financial, 
accounting  and  reporting  systems.  These  systems  include: 

MMARS:  Massachusetts  Management  Accounting  and  Reporting  System 
BARS:  Billing  and  Accounts  Receivable  Subsystem 
CAPS:  Commonwealth's  Automated  Payroll  System 
PARIS:  Personnel  Administrative  Reporting  and  Information  System 
MARRS  AND  PARIS  IMAGINE:  An  on-line,  ad  hoc  reporting  tool  which  allows  the 

non-technical  user  to  create  "customized" 
MMARS  and  PARIS  reports. 

Over  30  courses  with  formats  ranging  from  1  /2  to  2  full  days  are  offered.  Depending 
on  Department  training  needs,  these  courses  are  conducted  anywhere  from  twice  a 
month,  such  as  MMARS  System  Use,  to  once  a  quarter  -  Federal  Grants,  to  once  a  year 
such  as  Fiscal  Year-End  Closing/Opening  Instructions.  Several  courses  are  eligible  for 
Continuing  Professional  Educational  Credits  from  the  National  Association  of  State 
Auditors,  Comptrollers  and  Treasurers.  The  Training  Unit  also  offers  technical  assistance 
to  Departments  by  making  on-site  visits  to  help  resolve  problems  and  by  conducting 
agency  specific  training.  By  working  closely  with  MMARS  and  CAPS  Liaisons  to 
determine  training  needs,  course  offerings  are  constantly  updated  by  the  Training  Unit. 

The  Comptroller's  Training  Catalogue  is  published  in-house  and  is  distributed  every 
three  months,  (March,  June,  September  and  December)  to  MMARS/CAPS  Liaisons  as 
well  as  to  DTO's.  The  Catalogue  gives  a  full  description  of  core,  intermediate, 
specialized,  and  customized  courses  that  are  offered.  Registrations  are  accepted  only 
from  MMARS/CAPS  Liaison.  To  receive  a  Catalogue,  or  for  additional  information, 
please  call  the  Comptroller's  Training  Unit  at  727-5000  X296. 
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SPECIAL  SERVICES  AND  PROGRAMS 
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Office  of  Management  Information  Center 

Technical  Education 

The  Office  of  Technology  Planning  (OTP)  offers  over  10  different  programs  each 
month  in  a  wide  variety  of  technology-related  topics.  From  the  courses  that  introduce  the 
statewide  network  to  advanced  topics  in  information  management  and  planning,  OTP 
helps  agenices  make  the  most  of  their  investment  in  technology. 

Courses  of  particular  interest  include: 

•  Overview  of  Data  Processing  Services  at  OMIS 

•  BITA  Procurement  Process 

•  The  OMIS  Library:  Access  to  Information 

•  Introduction  to  SAS 
SAS/FSP 

Introduction  to  Information  Security 
ADABAS/NATURAL 
JCL  Standards  at  OMIS 
OMIS  Data  Center  Disaster  Recovery  Plan 
Tax  Exempt  Lease  Purchase 

Generic  Wiring  for  Data  and  Voice  Communications 
MassLink 

•  T-l  Networking  for  Data  and  Voice 

Additional  Information 

Information  about  OTP's  courses,  programs  and  services  is  available  by  phone  at 
(617)  973-0925,  or  via  the  Commonwealth's  Wide  Area  Network:  Courses  @  OTP 
@MIS. 


SPECIAL  SERVICES  AND  PROGRAMS 


State  Agency  Human  Resource  Development  Certificate  Program 

The  Human  Resource  Development  Group,  in  collaboration  with  state  agencies,  has 
established  a  Certificate  Program  in  Human  Resource  Development  (HRD).  The  HRD 
Certificate  Program,  its  purpose  and  design,  was  developed  as  a  result  of  discussions 
and  requests  from  Department  Training  OTficers  (DTO),  Directors  of  Training  and  other 
key  managers  interested  in  HRD.  The  program  is  offered  tuition  free  to  24  selected 
participants. 

The  Certificate  Program  has  two  primary  objectives.  First,  the  program  will  provide 
state  agencies  with  the  capacity  to  administer  a  broad  range  of  HRD  functions.  Second, 
the  program  will  provide  state  agencies  with  the  capacity  to  deliver  in-service  training  in 
a  wide  variety  of  topics.  To  meet  these  two  objectives  the  program  will  provide  intensive 
training  in  the  following  subject  areas: 

•  Training  Needs  Assessment 

•  Training  Plans 
Curriculum  Development 
Training/Presentation  Skills 
Program  Evaluation 
Public  Speaking 

Group  Process  and  Observation  Skills 
Technical/Administrative  Issues 

The  classroom  training  will  be  delivered  by  established,  experienced  HRD  profes- 
sionals who  currently  work  in  state  agencies.  The  program  will  be  scheduled  over  a  nine 
month  time  period  and  includes  1 4  days  of  formal  training  as  well  as  practical  applica- 
tion opportunities. 

Participants  will  be  selected  through  a  formal,  competitive  application  process  which 
will  be  distributed  to  Department  Training  Officers  in  August,  1992. 

At  the  end  of  the  program,  graduates  will  have  acquired  the  skills  and  knowledge  of 
a  HRD  consultant,  giving  management  in  their  departments  increased  capacity  to 
respond  to  the  demand  for  training  and  development. 

The  HRD  Certificate  Program  is  a  major  contribution  to  effective  government  in  the 
Commonwealth. 
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SPECIAL  SERVICES  AND  PROGRAMS 


State  Agency  Personnel  Management  Certificate  Program 

The  Department  of  Personnel  Administration  has  established  a  Personnel  Manage- 
ment Certificate  Program  (PMCP),  sponsored  by  the  Human  Resource  Development 
Group.  The  program  is  offered  tuition  free  to  25  selected  participants. 

The  Certificate  Program  serves  as  an  orientation  to  a  number  of  key  personnel  topics 
for  the  Commonwealth's  human  resource  professionals,  as  well  as  a  means  to  encour- 
age greater  communication  and  understanding  of  the  complementary  responsibilities  of 
DPA  and  appointing  authorities  in  the  effective  personnel  management  of  state 
government. 

The  training  will  include  the  following  subject  areas: 

The  State  Classification  System 
The  State  Civil  Service  System 
Affirmative  Action/Cultural  Diversity 
Compensation  and  Benefits 
The  Performance  Appraisal  Systems 
Employee  Relations 

The  classroom  training  will  be  delivered  by  experienced  management  staff  from  the 
Executive  Office  for  Administration  and  Finance  agencies  and  selected  line  agencies. 
The  program  will  be  scheduled  over  an  1 8-week  period  beginning  in  January  1 993  and 
will  include  approximately  14  days  of  training. 

Participants  will  be  selected  through  a  formal  competitive  application  process  which 
will  be  distributed  to  Department  Training  Officers  in  October  1992. 

At  the  end  of  the  program,  participants  will  have  increased  their  ability  to  carry  out 
major  personnel  management  programs  and  expanded  their  understanding  of  the 
respective  roles  of  DPA  and  state  agencies  in  the  state  personnel  system. 

The  Personnel  Management  Certificate  Program  is  an  important  addition  to  DPA's 
Decentralization  and  Delegation  Program.  It  is  an  essential  element  in  our  effort  to  build 
and  strengthen  competencies  in  the  area  of  human  resource  management  at  the  agency 

level. 
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SPECIAL  SERVICES  AND  PROGRAMS 


Pride  in  Performance  Program 

The  Department  of  Personnel  Administration  coordinates  the  Governor's  Annual 
Massachusetts  Performance  Recognition  Program. 

This  program  gives  formal  recognition  to  Commonwealth  employees  who  make 
meaningful  contributions  which  distinguish  them  from  their  peers.  These  special  awards 
focus  attention  on  consistent,  positive  achievement  by  both  individuals  and  teams  of 
state  employees,  people  who  have  demonstrated  innovation  and  dedication  in  their 
work,  concern  for  the  public  trust,  and  a  commitment  to  excellence. 

Awards  are  given  in  three  categories: 

— The  Manuel  Carballo  Governor's  Award  for  Excellence  in  Public  Service 

— The  Commonwealth  of  Massachusetts  Citation  for  Outstanding  Performance 

— The  Certificate  of  Recognition 

The  process  of  selection  and  planning  for  this  program  is  a  year  long  activity, 
culminating  with  a  dinner  and  ceremony  on  October  5,  1992. 

Bradford  Fellowship  Program  for  Excellence  in  Public  Administration 

Harvard  University's  John  F.  Kennedy  School  of  Government  and  the  Department  of 
Personnel  Administration  (DPA)  offer  a  senior  manager  the  opportunity  to  attend  the 
University's  Mid-Career  Master  in  Public  Administration  Program. 

The  Mid-Career  MPA  Program  is  designed  for  experienced  professionals  who  are 
college  graduates,  and  who  are  dedicated  to  public  sector  management.  This  fellow- 
ship provides  a  unique  means  to  pursue  a  well  recognized  program  of  study,  enhancing 
management  and  policy  analysis  skills  which  are  so  vital  within  this  state  government 
environment. 

A  brochure  which  fully  outlines  the  program  and  the  eligibility  criteria  is  sent  to 
Cabinet  Secretaries  and  Agency  Heads  in  late  December.  They  will  circulate  the  infor- 
mation to  senior  managers  within  their  areas. 

PMS:  Performance  Management  System 
EPRS:  Employee  Performance  Review  System 

The  Performance  Management  System  (PMS)  for  managers  and  the  Employee  Per- 
formance Review  System  (EPRS)  for  non-managers  serve  as  the  state  systems  for  evalua- 
ting employee  performance.  PMS  is  monitored  by  the  Department  of  Personnel  Admini- 
stration and  EPRS  by  the  Office  of  Employee  Relations.  HRD  provides  training  programs 
on  a  continuing  basis  to  support  the  implementation  of  these  performance  evaluation 
systems.  Please  see  the  table  of  contents  for  courses  particular  to  PMS  and  EPRS  for 
FY'93. 


Tuition  Remission  Program 

The  Commonwealth's  primary  educational  offering,  negotiated  by  OER  in  1 983,  is  a 
tuition  remission  program  available  to  state  employees.  All  eligible  employees  have  the 
opportunity  to  obtain  an  undergraduate  or  graduate  degree  in  the  area  of  their  choice 
at  a  reduced  cost.  The  state  may  cover  as  much  as  100%  of  an  employee's  tuition  for 
courses  taken  at  any  of  the  nine  state  colleges,  fifteen  community  colleges,  the  University 
of  Lowell,  Southeastern  Massachusetts  University,  or  the  University  of  Massachusetts. 

Non-managerial  employees  may  access  the  tuition  remission  program  by  contact- 
ing the  Office  of  Employee  Relations  at  727-5403. 

Managers  may  access  the  tuition  remission  program  by  contacting  the  Human 
Resource  Development  Group  at  727-2408. 
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REGIONAL  PROGRAMS  AND  SCHEDULES 


AGAWAM/SPRINGFIELD 


The  following  DPA  sponsored  courses  are  offered  at  the  Criminal  Justice  Training 
Council  site: 

Criminal  Justice  Training  Center 
702  South  Westfield  St. 
Feeding  Hills,  Agawam,  MA 

Tier  II,  UMass  Program:  Core  Management  Development 

(See  page  30  for  program  description) 

When:  October  19-23,  1992 
Fee:  $750 


Program  #007DIGF93 


Successful  Negotiation 

(See  page  34  for  program  description) 

When:  November  5-6,  1992 
Fee:  $100 


Program  #061 NGTF93 


Tier  I,  HRD  Program:  Making  the  Transition  to  Management 

(See  page  30  for  program  description) 


When:  December  14-15,  1992 
Fee:  $100 

Stress  Management 

(See  page  41  for  program  description) 

When:  December  18,  1992 
Fee:  $50 

Basic  Writing  Skills 

(See  page  40  for  program  description) 

When:  January  12-13,  1993 
Fee:  $125 


Program  #003HRDF93 


Program  &377STMF93 


Program  #322BWSS93 


Additional  programs  in  Agawam/Springfield  are  listed  on  the  following  page. 
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REGIONAL  PROGRAMS  AND  SCHEDULES 


Programs  in  Agawam/Springfield  (continued) 
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Managing  Cultural  Diversity 

(See  page  44  for  program  description) 

When:  February  16,  1993 
Fee:  $50 

Motivation 

(See  page  44  for  program  description) 

When:  March  16,  1993 
Fee:  $50 

Techniques  of  Supervision 

(See  page  40  for  program  description) 

When:  April  6,  13,  20,  27,  May  4,  1993 
Fee:  $225 


Program  #406WCDS93 


Program  #306MOTS93 


Program  #3 12TOSS93 


PLYMOUTH 


The  following  DPA  sponsored  courses  are  offered  at  the  Criminal  Justice  Training 
Council  site: 

Criminal  Justice  Training  Center 

Obery  Heights 

Plymouth,  MA 

...at  the  Plymouth  County  House  of  Correction 


Stress  Management 

(See  page  41  for  program  description) 

When:  November  9,  1992 
Fee:  $50 


Program  #378STMF93 


Tier  I,  HRD  Program:  Making  the  Transition  to  Management 

(See  page  30  for  program  description) 

When:  November  12-13,  1992  Program  #004HRDF93 

Fee:  $100 


Additional  programs  in  Plymouth  are  listed  on  the  following  page. 


REGIONAL  PROGRAMS  AND  SCHEDULES 


Programs  in  Plymouth  (continued) 

Motivation 

(See  page  44  for  program  description) 

When:  November  23,  1992 
Fee:  $50 


Program  #307MOTF93 


Tier  II,  UMass  Program:  Core  Management  Development 

(See  page  30  for  program  description) 


When:  February  1-5,  1993 
Fee:  $750 


Managing  Cultural  Diversity 

(See  page  44  for  program  description) 

When:  February  2,  1993 
Fee:  $50 


Techniques  of  Supervision 

(See  page  40  for  program  description) 

When:  February  4,  1 1,  18,  25,  26,  1993 
Fee:  $225 


Successful  Negotiation 

(See  page  34  for  program  description) 

When:  February  23-24,  1993 
Fee:  $100 


Program  #008DIGS93 


Program  #407WCDS93 


Program  #3 13TOSS93 


Program  #062NGTS93 
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MANAGEMENT  DEVELOPMENT 


MANAGEMENT  DEVELOPMENT  IN  AAASSACHU SETTS 


TIER  I 


TIER  II 


TIER  IV 


HRD  Program:  Making  The  Transition  To  Management 

for:  Newly  appointed  entry  level  managers  and  staff  interested  in 
management 


UMass  Program:  Core  Management  Development 

for:  Entry  to  mid-level  managers  and  professional  staff 


UMass  Program:  Managing  Operations  in  Public  Agencies 

for:  Senior  managers 

Brandeis  Program:  Managing  People  in  Public  Agencies 

for:  Senior  managers 


Kennedy  School  of  Government  Program:  Senior  Executive 
Management 

for:  Appointing  Authorities  and  their  key  assistants 


MIT  Sloan  School  of  Management  Program:  Leadership  for  the 
Future 

for:  Cabinet  Secretaries,  Agency  Heads,  Commissioners, 
College  and  University  Presidents 


HRD  Programs  for  Professional  Development: 

— Management  Tools  for  Massachusetts  State  Government 

—Management  of  Change 

— Critical  Thinking:  Planning  for  Results 

— Successful  Negotiation 

— Speed  Reading  Skills 

— Overview  of  Total  Quality  Management 

—Advanced  TQM  Implementation 

Plus  other  offerings 

— See  Program  Descriptions  for  Details — 


TIERV 
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Tier  I,  HRD  Program:  Making  the  Transition  to  Management 

You  have  been  chosen  for  a  managerial  position,  or  you're  thinking  about  making 
the  move.  By  attending  this  dynamic  workshop,  you  will  define  your  role  as  a  manager, 

m  to  create  a  cooperative  team,  and  avoid  the  pitfalls  that  often  plague  new 
managers  and  supervisors.  The  workshop  will  give  you  the  fundamentals  of  the  man- 
agement process  in  order  to  promote  your  self-confidence  and  to  improve  your  man- 
agement techniques. 


Program  #001  HRDF93 
002HRDS93 


When:  4  Sessions:  October  27-28,  1992 

March  23-24,  1993 
Time:  9:00  am  -  4:00  pm 
Where:  One  Ashburton  Place,  Boston 

(Also  offered  in  Plymouth  &  Agawam.  See  pages  23  &  25). 
Participant   Focus:  Newly  appointed  entry  level   managers   or  staff  interested  in 


Enrollment: 
Fee:  S100 


_  - 


Program  #005DIGF93 
006DIGS93 


Tier  II,  UMass  Program:  Core  Management  Development 

The  UMass  Donahue  Institute  for  Governmental  Services  (DIGS)  offers  this  8-day, 
non-residential  management  development  program  for  entry  to  mid-level  state  manag- 
ers. The  comprehensive  one  week  core  curriculum  focuses  on  the  role  of  the  manager  in 
the  Commonwealth,  motivation,  planning/decision  making  and  managing  diversity/af- 
firmative action.  Following  the  one  week  program,  participants  will  select  one  of  two 
tracks  that  will  meet  one  day  a  week  for  three  weeks.  Track  A  will  focus  on  Massachusetts 
management  systems  while  Track  B  //ill  focus  on  human  resource  management  issues. 
The  program  incorporates  a  combination  of  lectures,  case  studies,  small  and  large  group 
discussions  as  well  as  readings. 

When:  4  Sessions:  Choose  one  core  curriculum  week:* 

October  26-30,  1 992 
March  22-26,  1 993 

In  addition,  select  one  Track." 

Track  A:  Massachusetts  Management  Systems 

Track  B:  Human  Resource  Management 
Time:  3:45  am  -  4:00  pm 

Where:  Greater  Boston  (Also  offered  in  Plymouth  &  Agawam.  See  pages  23  &  26) 
Participant  Focus:  Entry  to  mid-level  managers  and  professional  staff 
Fee:  S75C 


*We  reserve  the  right  to  re-schedule  if  your  choice  of  dates  is  full. 
"Tracks  will  be  scheduled  based  on  participant  selection  on  either  Tuesdays  or  Wed- 
nesdays and  meet  one  day  a  week  for  three  weeks  following  the  core  curriculum  week. 


ATTENTION  DTO 

Please  note:  In  addition  to  the  HRD  application,  a  special  application  form  (obtained 
from  the  Donahue  Institute)  is  required  so  that  DIGS  has  the  names  and  addresses  of 
participants  prior  to  October  16. 
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Tier  III,  UMass  Program:  Managing  Operations  in  Public  Agencies 

The  UMass  Donahue  Institute  for  Governmental  Services  (DIGS)  offers  this  four-day, 
intensive,  non-residential  program  for  senior  level  public  managers.  The  program  ena- 
bles managers  to  increase  their  ability  to  manage  agency  operations  and  develop  plans 
to  efficiently  carry  out  the  agency's  mission  and  goals  through  strategic  planning  and 
problem-solving  sessions.  The  program  focus  is  on  agency  operations  during  this  time  of 
change  and  fiscal  constraints.  Participants  can  expect  to  increase  their  management 
and  planning  skills,  and  to  gain  further  insight  and  understanding  of  the  budget  and 
legislative  process  as  well  as  the  role  of  negotiation  and  collective  bargaining.  The 
program  format  incorporates  case  studies,  small  and  large  group  discussions  and 
practical  readings.  A  variety  of  instructors  including  professional  trainers,  public  sector 
managers  and  Institute  staff  will  conduct  the  sessions. 


Program  #01 5DINF93 


When:  1  Session:  December  1-4,  1992 
Time:  8:45  am  -  4:00  pm 
Where:  Greater  Boston 
Participant  Focus:  Senior  managers 
Enrollment:  35 
Fee:  $700 


Tier  III,  Brandeis  Program:  Managing  People  in  Public  Agencies 

The  Brandeis  program  is  an  intensive,  non-residential,  four-day  management  pro- 
gram for  senior  level  public  managers.  The  program  enables  managers  to  build  on 
existing  skills  to  predict  and  handle  the  personnel  situations  that  public  agency  managers 
encounter.  Participants  can  expect  to  learn  better  diagnostic  skills  for  analyzing  issues;  to 
develop  more  confidence  in  supervision  and  managing;  to  increase  effectiveness  in 
hiring  and  motivating  employees  and  dealing  with  performance  problems;  to  better 
create  a  constructive  employment  environment;  and  to  develop  a  better  understanding 
of  how  to  work  with  civil  service  and  contract  rules.  The  theme  and  skills  of  the  program 
are  illustrated  primarily  by  use  of  "case"  situations  which  enable  participants  to  gain 
practice  at  diagnosing  personnel  situations,  making  judgments  and  practical  decisions. 

When:  1  Session:  November  16-20,  1992  Program  #020BIPF93 

Time:  9:00  am  -  4:00  pm 

Where:  The  Heller  School,  Brandeis  University 

Participant  Focus:  Senior  managers 

Enrollment:  35 

Fee:  $825 
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Tier  IV,  The  Kennedy  School  of  Government  Program:  Senior  Executive 
Management 

This  program  focuses  on  developing  strategic  policies  and  general  management 
responsibilities  of  the  state  executive.  Classes,  conducted  by  selected  Harvard  University 
faculty,  deal  with  the  establishment  of  meaningful,  attainable  objectives  for  organiza- 
tions and  the  acquisition  and  deployment  of  the  budget  and  human  resources  necessary 
to  accomplish  these  objectives.  Participants  are  actively  engaged  in  case  study  discus- 
sions which  present  actual  decision  making  situations.  Smallgroup  sessions  encourage 
interaction  with  other  top  state  executives  and  sharing  of  different  approaches  to 
common  problems. 

When:  May,  1993  Program  #025KSGS93 

Time:  9:00  am  -  4:00  pm 

Where:  Kennedy  School  of  Government,  Harvard  University 

Participant  Focus:  Appointing  Authorities  and  their  key  assistants 

Enrollment:  50 

Fee:  TBA 

Tier  V,  MIT  Sloan  School  of  Management  Program:  Leadership  for  the 
Future 


This  one-day  program  provides  an  opportunity  to  explore  the  changing  face  of 
public  leadership  and  to  analyze  and  discuss  the  broad  questions  of  policy  and  strategy 
that  face  government  in  the  face  of  technological  and  social  change.  It  will  focus  on 
human  resource  policy,  management  philosophy  and  emerging  leadership  issues  in 
public  organizations  and  institutions  of  Higher  Education. 

The  program  will  be  conducted  by  recognized  experts  who  will  provide  current 
research  on  organizational  change.  It  will  provide  an  opportunity  for  participants  to 
foster  cooperative  interaction  with  colleagues  and  to  share  innovative  thinking  regard- 
ing these  issues. 

When:  Winter  1 993,  dates  to  be  announced  Program  #030MITS93 

Time:  9:00  am  -  4:30  pm 

Where:  TBA 

Participant  Focus:  Restricted  to  Cabinet  Secretaries,  Commissioners,  Agency  Heads, 

College  and  University  Presidents 

Fee:  TBA 
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Management  Tools  for  Massachusetts  State  Government 

Former  participants  describe  this  program  as  essential  for  people  recently  appointed 
or  recruited  into  management  positions  in  state  government.  It  is  not  a  course  in 
management. theory,  but  on  how  to  manage  within  the  Commonwealth  of  Massachu- 
setts environment.  Topics  will  include:  budget  process,  personnel  policies,  legislative 
processes,  executive  branch  organization,  administrative  policy  and  politics.  Public 
officials  from  several  state  agencies  will  present  major  issues  and  practical  applications. 
Peer  managers  will  discuss  "shortcuts",  effective  networking,  the  "rumor  mill"  and  other 
survival  tactics,  the  emphasis  being  to  learn  practical  techniques  for  working  in  our 
bureaucracy. 

When:  2  Sessions:  October  29-30,  1992  Program  #040ONMF93 

April  12-13,  1993  Program  #041ONMS93 

Time:  9:00  am  -  4:00  pm 
Where:  One  Ashburton  Place,  Boston 
Participant  Focus:  Newly  appointed  managers 
Enrollment:  30 
Fee:  $100 


Management  of  Change 

It  is  critical  that  managers  understand  how  to  implement  change  in  their  unit  in  order 
to  achieve  maximum  flexibility.  This  seminar  will  present  hands-on  techniques  for  design- 
ing a  strategy  that  will  gain  acceptance  by  employees  and  enable  the  unit  to  adjust 
quickly  to  new  conditions.  The  change  process  and  its  relationship  to  communication 
and  conflict  will  be  discussed. 


When:  January  12-13,  1993 

Time:  9:00  am  -  4:00  pm 

Where:  One  Ashburton  Place,  Boston 

Participant  Focus:  Managers  at  all  levels 

Enrollment:  30 

Fee:  $100 


Program  #045MOCS93 
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Critical  Thinking:  Planning  for  Results 

The  ability  to  analyze  problems  and  situations  accurately,  set  goals  and  implement 
plans  are  the  foundation  of  sound  management  practices.  Participants  will  learn  to  use 
planning,  goal  setting  and  problem  analysis  to  increase  the  results  of  their  work  unit.  They 
have  an  opportunity  to  discuss  and  analyze  many  of  their  own  ideologies  and  examine 
innovative  approaches  to  office  people  problems. 

When:  2  Sessions:  November  17-18,  1992  Program  #055CTPF93 

March  1 5- 1 6,  1 993  056CTPS93 

Time:  9:00  am  -  4:00  pm 
Where:  One  Ashburton  Place,  Boston 
Participant  Focus:  Managers  and  professional  staff 
Enrollment:  30 
Fee:  $100 
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Successful  Negotiation 

This  seminar  will  provide  managers  with  a  framework  for  developing  and  refining 
their  negotiation  skills.  How  does  one  negotiate  so  that  all  involved  win?  What  are  some 
successful  negotiation  strategies?  When  is  negotiation  an  appropriate  management 
tool?  How  do  you  analyze  your  options?  Learn  the  key  elements  of  negotiation  in  order 
to  deal  more  effectively  with  the  personnel,  administrative,  and  public  issues  that  face 
managers  every  day. 

When:  3  Sessions-.  May  1 1  -1 2,  1 993  Program  #060NGTS93 

Time:  9:00  am  -  4:00  pm 

Where:  One  Ashburton  Place,  Boston 

(Also  offered  in  Plymouth  &  Agawam.  See  pages  23  &  26). 
Participant  Focus:  Managers  at  all  levels 
Enrollment:  30 
Fee:  $100 


Speed  Reading  Skills  for  Managers 

This  workshop  will  show  you  how  to  read  everything  you  are  expected  to  digest  and 
still  have  time  to  get  the  job  done.  Designed  to  meet  the  precise  needs  of  management, 
this  remarkably  effective  course  uses  many  relevant,  high-interest  reading  selections  to 
provide  a  dramatic  increase  in  your  on-the-job  reading  speed  and  ability  to  retain 
pertinent  information. 


When:  2  Sessions:  December  3,  4,  10,  11,  1992 

May  13,  14,20,21,  1993 
Time:  9:00  am-  12:00  pm 
Where:  One  Ashburton  Place,  Boston 
Participant  Focus:  Managers  at  all  levels 
Enrollment:  20 
Fee:  $100 


Program  #080SPRF93 
081SPRS93 
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TOTAL  QUALITY  MANAGEMENT 


Overview  of  Total  Quality  Management 

This  course  is  based  on  W.  Edward  Deming's  theory  for  quality  management  which  is 
the  approved  approach  which  the  Commonwealth  Quality  Improvement  Council  is 
implementing  in  Massachusetts.  Participants  will  explore  what  it  means  to  be  customer 
focused  and  how  to  realign  agency  processes  to  meet  the  needs  and  expectations  of 
customers.  Skills  will  be  developed  in  systems  thinking  and  structured  problem  solving. 
Participants  will  leave  the  course  with  an  understanding  of  the  transformation  needed  to 
create  a  total  quality  organization. 

When:  January  20,  1993  Program  #090TQMS93 

Time:  9:00  am  -  4:00  pm 

Where:  One  Ashburton  Place,  Boston 

Participant  Focus:  Senior  Management/Professional  Staff 

Enrollment:  35 

Fee:  $50 

TQM:  Team  Dynamics 

People  working  together  to  accomplish  a  common  goal  are  a  team.  Without  a  goal 
teamwork  does  not  exist.  Participants  in  this  course  will  understand  the  dynamics  wnich 
accompany  project  team  development  as  it  relates  to  the  accomplishments  of  a  total 
quality  management  project.  Participants  will  learn  the  stages  of  group  development: 
"forming,  storming,  norming  and  performing".  Participants  will  begin  the  course  by 
clarifying  their  process  improvement  opportunity.  Process  skills  and  problem  solving  wiil 
be  presented  through  simulations,  role  plays  and  other  group  activities.  It  is  recom- 
mended that  participants  come  as  a  team. 


When:  February  22-23,  1993 

Time:  9:00  am  -  4:00  pm 

Where:  One  Ashburton  Place,  Boston 

Participant  Focus:  TQM  Project  Teams 

Enrollment:  35 

Fee:  $100 


TQM  Problem  Solving 


Program  #09 1TQMS93 


This  course  will  focus  on  The  7  Step  Improvement  Process  and  the  "Plan-Do-Check- 
Act"  Cycle  (Shewhart  Cycle)  as  structured  problem  solving  techniques.  Participants  will 
learn  how  to  solve  problems  in  TQM  enviornment.  A  simulation  will  allow  participants  to 
practice  quantitative  and  qualitative  methods  for  continuous  improvement.  Related  tools 
and  techniques  to  understand  customers  will  also  be  taught. 


When:  March  5,  12,  19,1993 

Time:  9:00  am  -  4:00  pm 

Where:  One  Ashburton  Place,  Boston 

Participant  Focus:  Members  of  intact  Project  Team 

Enrollment:  35 

Fee:  $150 

Pre-requisite:  Team  Dynamics  recommeded 


Program  #092TQMS93 
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Advanced  TQM  Implementation 

This  course  will  concentrate  on  creating  a  customer  focus  organization  and  steps 
which  management  must  follow.  Participants  will  learn  how  to  select  TQM  projects  which 
advance  the  purpose  of  their  agency.  They  will  also  learn  how  to  identify  barriers  to 
quality  and  how  to  break  down  barriers.  Participants  will  leave  the  workshop  with  a  plan 
to  align  key  policies,  procedures,  performance  and  communications.  Skills  in  "bench- 
marking" and  customer  mapping  will  be  practiced. 

When:  April  9,  1 993  Program  #093TQMS93 

Time:  9:00  am  -  4:00  pm 

Where:  One  Ashburton  Place,  Boston 

Participant  Focus:  Managers  who  are  implementing  TQM  projects 

Enrollment:  35 

Fee:  $50 
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Techniques  of  Supervision 

This  five-day  course  is  designed  for  first-line  supervisors  as  an  introduction  to  basic 
supervisory  principles.  Areas  to  be  addressed  are:  leadership,  communication,  delega- 
tion, decision  making,  problem  solving,  motivation,  conflict  management,  productivity, 
performance  evaluation,  and  AA/EEO.  A  combination  of  lecture,  group  exercises,  and 
role  play  will  be  used  to  enhance  the  learning  experience  of  the  participants.  The  goal  of 
the  program  is  to  enable  participants  to  supervise  effectively. 
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Program  #31 0TOSF93 
311TOSS93 


When:  4  Sessions:  Nov.  10,  17,  24,  Dec.  1,8,  1992 

March  24,  31,  April  7,  14,  21,  1993 
Time:  9:00  am  -  4:00  pm 
Where:  One  Ashburton  Place,  Boston 

(Also  offered  in  Plymouth  &  Agawam.  See  pages  24  &  26) 
Participant  Focus:  First-line  supervisors 
Enrollment:  35 
Fee:  $225 


Professional  Development  for  Support  Staff 

This  comprehensive  three-day  seminar  will  provide  clerical/support  staff  with  training 
to  better  realize  their  potential  in  the  office.  The  seminar  provides  techniques  to  improve 
verbal  and  written  communication,  assertiveness,  motivation,  time  management  and 
supervising  others.  It  will  also  discuss  planning  for  professional  career  growth. 


Program  #3 15PROS93 


When:  May  12,  19,26,  1993 

Time:  9:00  am  -  4:00  pm 

Where:  One  Ashburton  Place,  Boston 

Participant  Focus:  Secretarial  personnel  and  support  staff 

Enrollment:  35 

Fee:  $100 


Basic  Writing  Skills 

This  workshop  will  help  participants  understand  the  basic  building  blocks  of  English.  It 
will  identify  the  eight  parts  of  speech,  sentence  structures,  and  review  punctuation  rules 
and  conventions.  The  seminar  will  also  offer  guidelines  on  handling  abbreviations  and 
numbers  in  useful  proofreading  techniques.  A  portion  of  seminar  time  will  be  devoted  to 
helping  participants  acquire  the  confidence  to  undertake  short  on-the-job  writing 
assignments. 

At  the  conclusion  of  each  lesson,  participants  complete  practical  exercises  and 
receive  individualized  feedback  to  help  ensure  understanding  and  competency.  Partici- 
pants should  bring  three  or  four  recent  samples  of  their  writing  to  the  class. 


Program  #320BWSF93 
321BWSS93 


When:  3  Sessions:  November  4-5,  1992 

March  18-19,  1993 
Time:  9:00  am  -  4:00  pm 
Where:  One  Ashburton  Place,  Boston 

(Also  offered  in  Agawam.  See  page  24). 
Participant  Focus:  Individuals  who  need  to  review  and  practice  basic  writing  skills 
Enrollment:  25 
Fee:  $125 


STAFF  DEVELOPMENT 


Business  Writing:  Letters  and  Memos 

Learn  how  to  write  more  effective  letters  and  memos  in  this  fast  paced  one-day 
workshop.  Everyone  wants  to  write  letters  and  memos  that  state  the  message  clearly, 
command  attention,  compel  action  and  create  a  winning  impression.  This  program  is 
designed  to  enhance  your  ability  to  communicate  in  clear,  concise  and  effective  business 
language.  This  program  is  not  for  individuals  having  difficulty  with  basic  writing  skills  but 
is  geared  for  writers  who  are  seeking  to  refine  their  skills. 


Program  #325BWLF93 
326BWLS93 


When:  2  Sessions:  December  1,  1992 

April  20,  1993 
Time:  9:00  am  -  4:00  pm 
Where:  One  Ashburton  Place,  Boston 

Participant  Focus:  Individuals  who  want  to  improve  their  written  communication 
Enrollment:  25 
Fee:  $65 

Clear  Writing 

Is  writing  one  of  your  most  difficult  responsibilities  on  the  job?  Do  you  put  off  writing 
that  report,  letter,  or  memorandum?  Does  your  supervisor  rewrite  every  other  word? 

This  two-day  seminar  will  provide  participants  with  the  skills  necessary  to  produce 
clear  writing  with  confidence.  This  includes:  how  to  get  started,  drafts,  organizing 
information,  selecting  and  prioritizing  what  will  be  presented,  and  writing  clear,  direct, 
and  understandable  sentences.  Everyone  can  learn  to  enjoy  the  writing  process. 

Participants  should  bring  three  or  four  recent  samples  of  their  writing  to  the  class. 


Program  #370CWSF93 
371CWSS93 


When:  2  Sessions:  December  8-9,  1992 

May  13-14,  1993 
Time:  9:00  am  -  4:00  pm 
Where:  One  Ashburton  Place,  Boston 

Participant  Focus:  Anyone  who  has  writing  responsibilities  as  a  major  job  duty 
Enrollment:  25 
Fee:  $125 


Stress  Management 

This  one-day  program  is  designed  to  provide  participants  with  an  understanding  of 
the  factors  and  situations  which  are  stress  producing.  It  covers  the  nature  of  stress  and 
burnout,  and  their  physical,  psychological,  and  sociological  consequences.  Negative 
and  positive  coping  behaviors  are  described.  Simple  but  effective  techniques  for  dealing 
with  stress — both  internally,  via  relaxation,  de-sensitization,  and  self-image  improve- 
ment— and  externally,  via  behavior  management  and  assertiveness  training  are  dis- 
cussed. Application  of  these  techniques  wilfbe  practiced  during  this  session. 


When:  4  Sessions:  December  3,  1992 

May  1 8,  1 993 
Time:  9:00  am  -  4:00  pm 
Where:  One  Ashburton  Place,  Boston 

(Also  offered  in  Plymouth  &  Agawam.  See  pages  24  &  25). 
Participant  Focus:  Individuals  interested  in  how  to  cope  with  stress 
Enrollment:  35 
Fee:  $50 


Program  #375STMF93 
376STMS93 
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STAFF  DEVELOPMENT 


Dealing  Effectively  with  the  Public 

The  skill  of  dealing  effectively  with  the  public  is  one  that  every  state  government 
employee  should  be  aole  to  demonstrate.  The  goals  of  this  course  will  be  to  develop  the 
ability  to  effectively  communicate  with  the  public  in  a  professional  manner.  This  one-day 
program  will  include  effective  telephone  techniques,  appropriate  referrals,  dealing  with 
the  hostile  consumer,  and  priority  setting. 

When:  2  Sessions:  November  3,  1992  Program  #380DEPF93 

May  4,  1993  381DEPS93 

Time:  9:00  am  -  4:00  pm 
Where:  One  Ashburton  Place,  Boston 

Participant  Focus:  Individuals  who  have  extensive  public  contact  on  the  job 
Enrollment:  35 
Fee:  $50 

Assertiveness  Training  for  Men  and  Women  in  the  Workplace 

Assertiveness  training  will  help  you  to  be  more  personally  effective  both  in  the 
workplace  and  at  home.  You  will  learn  how  to  stand  up  for  your  own  rights  without 
denying  the  rights  of  others  and  how  to  turn  self-defeating  behavior  patterns  into 
productive  action.  We  will  explore  the  ways  in  which  we  deal  with  others,  and  look  at 
our  culturally-learned  responses,  as  well  as  our  personal  obstacles  to  assertiveness. 

When:  2  Sessions:  December  2,  1992  Program  #385ASTF93 

May  25,  1 993  386ASTS93 

Time:  9:00  am  -  4:00  pm 
Where:  One  Ashburton  Place,  Boston 

Participant  Focus:  Anyone  interested  in  learning  more  about  effective  assertiveness 
Enrollment:  35 
Fee:  $50 
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STAFF  DEVELOPMENT 


Communicating  for  Better  Performance 

This  two-day  program  will  explore  the  intricacies  of  communication.  Participants  will 
examine  issues  and  develop  skills  critical  to  effective  communication.  They  will  also 
develop  an  understanding  of  the  impact  of  communication  on  work  performance  and  on 
the  environment  of  the  office.  Topics  will  include:  active  listening,  identifying  barriers, 
conflict  resolution,  problem  solving  and  feedback. 

When:  January  21-22,  1993  Program  #395CBPS93 

Time:  9:00  am  -  4:00  pm 

Where:  One  Ashburton  Place,  Boston 

Participant  Focus:  Supervisors  and  professional  staff 

Enrollment:  35 

Fee:  $100 


English  as  A  Second  Language:  Basic  or  Advanced 

This  program  provides  a  basic  or  advanced  course  for  employees  whose  native 
language  is  not  English.  The  courses  offer  practical  instruction  and  skill  development  in 
speaking  and  listening.  Topics  covered  are:  listening/speaking  on  the  phone,  asking 
questions,  following  directions,  reading  messages/signs,  and  understanding  state 
government  structure.  The  objective  is  to  assist  employees  to  more  effectively  perform 
their  jobs  and  to  prepare  them  for  career  growth  opportunities.  After  a  diagnostic  test, 
participants  will  be  placed  in  the  basic  or  advanced  course.  The  basic  course  is  for  those 
with  little  English-speaking  experience  who  need  support  in  learning  to  speak  English 
with  ease.  The  advanced  course  is  for  employees  who  need  to  focus  on  grammar,  oral 
presentations,  and  polishing  the  verbal  skills  necessary  for  living  and  working  in  an 
English-speaking  environment. 

When:  Test  Date:  January  26,  1993  Program  #400ESLS93 

Course  Dates:  February  9-April  15,  1993 
Time:  Basic  Course  9:00  am  -  12:00  pm,  Tuesdays  and  Thursdays,  for  10  weeks 

Advanced  Course  1 :00  pm  -  4:00  pm,  Tuesdays  and  Thursdays,  for  10  weeks 
Where:  One  Ashburton  Place,  Boston 

Participant  Focus:  Individuals  who  have  English  as  a  Second  Language 
Enrollment:  26 
Fee:  $400 

Special  Note:  Diagnostic  testing  and  course  placement  will  take  place  on  January  26, 
1993.  Participants  will  be  notified  of  the  exact  time  to  appear  for  a  one  hour  test. 
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STAFF  DEVELOPMENT 


Managing  Cultural  Diversity 

Today  we  are  required  to  communicate  effectively  with  people  cross-culturally, 
through  the  generation  gap,  among  races,  between  genders  and  across  those  subtle 
but  pervasive  barriers  of  class.  This  one-day  program  will  help  participants  to  gain  the 
understanding  and  skills  necessary  to  obtain  a  wider  range  of  problem-solving  skills  and 
to  communicate  flexibly.  A  diverse  workforce  has  enriched  our  organizations.  Learn  to 
benefit  from  the  multitude  of  perspectives,  approaches  and  contributions  that  a  diverse 
workforce  can  bring  and  to  recognize  and  reward  different  patterns  of  performance 
appropriately. 

When:  3  Sessions:  March  10,  1993  Program  #405WCDS93 

Time:  9:00  am  -  4:00  pm 

Where:  One  Ashburton  Place,  Boston 

(Also  offered  in  Plymouth  &  Agawam.  See  pages  24  &  26). 
Participant  Focus:  Supervisors  at  all  levels 
Enrollment:  35 
Fee:  $51 


44 


Public  Speaking 

Learn  how  to  improve  your  ability  to  make  effective  presentations  before  small  and 
large  groups.  This  two-day  course  will  focus  on  improving  skills  in  delivering  accurate, 
concise,  and  persuasive  messages,  whether  they  be  for  a  formal  presentation  or  a  daily 
part  of  your  responsibility.  Practice  and  feedback  will  allow  participants  to  identify  their 
communication  strengths  and  weaknesses.  Course  content  includes:  organi- 
zation, audience  analysis,  handling  questions,  dealing  with  stress,  verbal  and  nonverbal 
communication. 


When:  2  Sessions:  November  12-13,  1992 

May  10-11,  1993 
Time:  9:00  am  -  4:00  pm 
Where:  One  Ashburton  Place,  Boston 

Participant  Focus:  Trainers,  supervisors,  and  entry-level  managers 
Enrollment:  25 
Fee:  S "01 


Program  #300PSSF93 
301PSSS93 


Motivation 

Increasing  employee  motivation  and  morale  results  in  higher  levels  of  productivity 
and  the  quality  of  work  life.  This  program  will  give  participants  the  opportunity  to  learn 
specific  techniques  to  increase  individual  motivation  and  team  productivity  in  a  variety  of 

rk-re  ated  situations.  Topics  include:  effective  communication,  work  assignments,  task 
re-design  and  creative  approaches  to  rewarding  performance. 

When:  3  Sessions:  May  5,  1 993  Program  #305MOTS93 

Time:  9  00  am -4:00  pm 

Where:  Ore  Ashburton  Place,  Boston 

(Also  offered  in  Plymouth  &  Agawam.  See  pages  24  &  25). 
Participant  Focus:  Managers,  supervisors,  professional  staff 
Enrollment: 
Fee 
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STATE  AGENCY  SPONSORED  TRAINING 


The  Human  Resource  Development  Group  is  pleased  to  present  a  number  of  state 
agency  sponsored  training  programs  that  are  FREE  to  participating  agencies.  Preregis- 
tration  is  required.  We  are  able  to  offer  these  programs  through  collaboration  with 
other  departments  and  we  thank  them  for  their  dedication  to  improving  the  quality  of 
work  in  Massachusetts  state  government. 


Performance  Management  System  (PMS): 
Orientation  for  New  Managers 

The  Performance  Management  System  (PMS)  is  a  strategic  planning  and  perfor- 
mance evaluation  system  required  for  all  state  managers.  The  Performance  Manage- 
ment System  consists  of  agency  articulation  of  mission,  goals  and  priority  objectives,  joint 
planning  between  manager  and  supervising  manager  to  set  individual  priority  perfor- 
mance objectives,  and  a  designated  time  frame  to  review  individual  progress. 

This  one-day  training  session  is  required  for  new  state  managers.  Bring  the  PMS 
manual  to  the  session. 
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Program  #600PMSF93 
605PMSS93 


When:  2  Sessions:  November  24,  1992 

May  7,  1 993 
Time:  9:00  am-  12:00  noon 
Where:  One  Ashburton  Place,  Boston 

Participant  Focus:  New  managers  in  all  executive  branch  agencies 
Enrollment:  35 
Fee:  No  Charge 


Employee  Performance  Review  System  (EPRS):  An  Orientation 

The  Employee  Performance  Review  System  (EPRS)  is  the  state's  performance  planning 
and  appraisal  program  for  most  collective  bargaining  unit  employees  and  is  adminis- 
tered by  the  Office  of  Employee  Relations. 

This  session  for  new  supervisors  will  introduce  the  EPRS  cycle  and  forms,  address 
policy  and  implementation  questions,  give  supervisors  practice  writing  appropriate  job 
duties  and  performance  criteria,  and  differentiate  between  the  various  ratings  possible. 
The  session  is  particularly  meant  for  smaller  agencies  which  do  not  have  the  internal 
training  personnel  to  conduct  this  training  themselves. 

Supervisors  should  bring  Form  30  Job  Descriptions  and/or  completed  EPRS  forms  to 
the  session  as  well  as  their  Supervisor's  Guide. 


When:  2  Sessions:  November  3,  1992 

April  16,  1993 
Time:  9:00  am-  12:00  noon 
Where:  One  Ashburton  Place,  Boston 
Participant  Focus:  New  supervisors  with  EPRS  responsibilities 
Enrollment:  35 
Fee:  No  Charge 


Program  #500EPRF93 
Program  #505EPRS93 


STATE  AGENCY  SPONSORED  TRAINING 


Progressive  Discipline 

A  key  to  effective  contract  administration  for  supervisors  is  knowing  the  correct 
procedures  for  implementing  disciplinary  action,  including  discharge. 
Topics: 

—  Regulations  and  procedures  for  progressive  discipline 

—  The  difference  between  EPRS  and  progressive  discipline 

—  Documentation,  the  key  to  successful  disciplinary  action 

—  The  role  of  your  agency's  grievance  office,  labor  management  committee  and 
union  stewards 

—  The  role  of  the  Office  of  Employee  Relations 

The  program  will  include  lecture,  case  studies  and  group  discussion. 


Program  #730PRDF93 
731PRDS93 


When:  2  Sessions:  November  20,  1992 

May  27,  1 993 
Time:  9:00  am  -  4:00  pm 
Where:  One  Ashburton  Place,  Boston 
Participant  Focus:  Managers,  supervisors,  personnel  staff 
Enrollment:  35 
Fee:  No  Charge 

Affirmative  Action/Cultural  Diversity 

The  commitment  of  State  Government  to  Affirmative  Action  is  not  only  a  matter  of 
policy,  it  is  the  law.  This  program  will  incorporate  the  principles  of  affirmative  action  and 
cultural  diversity. 

—  What  is  Affirmative  Action 

—  Who  is  covered  and  how  to  hire  under  Affirmative  Action 

—  What  are  employee  rights  under  Affirmative  Action 

—  Role,  responsibility,  and  authority  of  the  agency's  Affirmative  Action  Officer 

—  Management  responsibility  for  implementation  of  affirmative  action  programs 

—  Principles  and  tools  for  effectively  managing  workplace  diversity 

The  program  will  include  lecture  and  group  discussion. 

When:  1  Session:  February  17-18,  1993  Program  #752P I ES93 

Time:  9:00  a. m.-l  2:00  p.m. 

Where:  One  Ashburton  Place,  Boston 

Participant  Focus:  Managers,  supervisors,  personnel  staff 

Enrollment:  35 

Fee:  No  Charge 
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Program  Notes 
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COMPUTER  PROGRAMS 
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COMPUTER  BASICS 


Introduction  to  PC  &  DOS 

This  one-day  seminar  will  introduce  participants  to  the  disk  operating  system  (DOS)  of 
the  microcomputer  and  to  the  broad  uses  of  popular  software  packages.  The  course  will 
cover  the  basics  of  hardware,  such  as  the  monitor,  keyboard,  hard  drive  and  floppy  disks 
and  present  database,  spreadsheet,  and  word  processing  packages. 


Program  #100DOSF93 
102DOSS93 
200DOSS93 


When:  3  Sessions:  November  4,  1992 
(1  Day)        January  27,  1993 
April  14,  1993 
Time:  9:00  am  -  4:00  pm 
Where:  One  Ashburton  Place,  Boston 

Pre-requisite:  None,  for  individuals  with  no  computer  experience 
Enrollment:  12 
Fee:  $100 

Introduction  to  the  PC  &  DOS  (With  Segment  on  Windows) 

This  one-day  seminar  is  designed  to  introduce  participants  to  the  disk  operating 
system  (DOS)  of  the  microcomputer  in  conjunction  with  a  graphical  user  interface  (GUI) 
software  package  (Microsoft  Windows).  The  course  will  cover  the  use  of  the  mouse  and 
will  introduce  the  user  to  Windows,  database,  spreadsheet,  and  word  processing 
packages. 

When:  2  Sessions:  December  9,  1992  Program  ft  160DSWF93 

(1  Day)        March  3,  1993  260DSWS93 

Time:  9:00  am  -  4:00  pm 
Where:  One  Ashburton  Place,  Boston 
Pre-requisite:  None 
Enrollment:  12 
Fee:  SI 00 


SPREADSHEET  ANALYSIS 


Introduction  to  Lotus  1-2-3 

This  two-day,  intensive  workshop  is  designed  for  individuals  who  would  like  to 
transfer  from  manual  to  electronic  spreadsheets.  Participants  will  learn  to  transfer  their 
manual  spreadsheets  into  an  electronic  spreadsheet  and  to  experience  the  magic  of 
asking  "What  if?",  and  then  getting  the  answer  within  seconds.  The  course  will  cover:  1 . 
Editing;  2.  Erasing;  3.  Moving;  4.  Formatting;  5.  Building  formulas;  6.  Saving  and  printing; 
7.  Graphics;  8.  Combining  files;  9.  Database  management. 


When:  4  Sessions:  October  28-29,  1992 
(2  Days)       December  7-8,  1 992 

January  19-20,  1993 

April  5-6,  1993 
Time:  9:00  am  -  4:00  pm 
Where:  One  Ashburton  Place,  Boston 

Pre-requisite:  None,  for  individuals  who  work  with  spreadsheets 
Enrollment:  12 
Fee:  S265 

Courses  are  taught  on  IBM  or  compatible  computers. 
HRD  reserves  the  right  to  re-schedule  dates. 


Program  ft  105LOTF93 
106LOTF93 
205LOTS93 
206LOTS93 


COMPUTER  PROGRAMS 


Introduction  to  Lotus  1-2-3  for  Windows 

This  two-day  workshop  introduces  the  Lotus  1-2-3  electronic  spreadsheet  design, 
practices,  and  concepts  that  operates  with  the  use  of  the  graphical  user  interface.  The 
course  will  cover  1 .  Use  of  the  Mouse;  2.  Editing;  3.  Erasing;  4.  Moving;  5.  Formatting; 
6.  Building  formulas;  7.  Saving  and  printing;  8.  Graphics;  9.  Combining  Files;  10.  Data- 
base management. 

When:  1  Session:  March  4-5,  1993 

(2  Days) 
Time:  9:00  am  -  4:00  pm 
Where:  One  Ashburton  Place,  Boston 
Pre-requisite:  None 
Enrollment:  12 
Fee:  $265 


Program  ft  165LTWS93 


Advanced  Lotus  1  -2-3 

Advanced  Lotus  is  designed  for  users  who  are  comfortable  with  the  commands 
taught  in  the  introductory  course.  This  two-day  course  explores  the  advanced  features  of 
Lotus  1  -2-3  as  well  as  the  lesser-known  functions.  This  session  will  cover:  1 .  Advanced 
commands;  2.  Advanced  database  commands;  3.  Advanced  graphing;  and  4.  Introduc- 
tion to  macros. 


Program  #1 1 0ALTF93 

210ALTS93 
21 1ALTS93 


When:  3  Sessions:  November  9-10,  1992 
(2  Days)       February  8-9,  1993 
April  20-21,  1993 
Time:  9:00  am  -  4:00  pm 
Where:  One  Ashburton  Place,  Boston 
Pre-requisite:  Knowledge  of  editing,  erasing,  moving,  formatting,  building  formulas, 

saving,  printing,  and  combining  files. 
Enrollment:  12 
Fee:  $265 

Lotus  Macros 

Lotus  Macros  is  a  one-day,  intensive  seminar  for  advanced  Lotus  1-2-3  users  who 
want  to  expand  their  skills,  as  well  as  automate  a  series  of  keystrokes.  Topics  to  be 
covered  include:  1 .  What  is  a  macro?;  2.  Creating  simple  macros;  3.  Macro  program- 
ming commands;  4.  Macro  libraries;  5.  Building  menus;  6.  Automatic  loading;  7.  Macros 
for  graphs,  spreadsheets,  databases;  8.  Macros  for  custom  printing;  and  9.  Alternative  to 
Lotus  Macros.  Participants  should  be  prepared  to  bring  their  own  applications  to  this 
session. 


When:  2  Sessions:  December  18,  1992 

(1  Day)        May  12,  1993 
Time:  9:00  am  -  4:00  pm 
Where:  One  Ashburton  Place,  Boston 

Pre-requisite:  Participants  should  be  advanced  users  of  Lotus  1-2-3 
Enrollment:  12 
Fee:  $135 


Program  #11 5LTMF93 
215LTMS93 


Courses  are  taught  on  IBM  or  compatible  computers. 
HRD  reserves  the  right  to  re-schedule  dates. 
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COMPUTER  PROGRAMS 


DATABASE  MANAGEMENT 


Introductory  Courses: 

These  two-day  intensive  hands-on  workshops  provide  the  skills  to  organize,  enter, 
store,  modify,  analyze,  and  summarize  information.  The  emphasis  is  on  practical  exam- 
ples of  data  retrieval  and  report  preparation.  Topics  covered  are:  1 .  Demystifying 
databases;  2.  Managing  data;  3.  Sorting  and  searching;  4.  Forms  for  custom  data  entry; 
5.  Reports  for  custom  presentation. 

dBase 

When:  2  Sessions:  November  5-6,  1992  Program  #120DBAF93 

(2Days)       March  1 1-12,  1993  121DBAS93 

R:Base 

When:  1  Session:  January  12-13,  1993  125RBAS93 

(2  Days) 
Time:  9:00  am  -  4:00  pm 
Where:  One  Ashburton  Place,  Boston 
Pre-requisite:  Familiarity  with  computer  operating  systems 
Enrollment:  12 
Fee:  $265 

Advanced  Courses: 

These  two-day  intensive  hands-on  workshops  explore  the  advanced  techniques  and 
features  that  save  users  time  and  effort.  The  emphasis  is  on  practical  examples  of 
applications  from  the  class.  Topics  covered  are:  1 .  Advanced  commands  and  functions; 
2.  Programming  essentials;  3.  Programming  for  custom  output;  4.  Programming  for  data 
entry;  5.  Designing  turnkey  applications. 

dBase 

When:  1  Session:  December  16-17,  1992  Program  H130ADBF93 

(2  Days) 
R:Base 
When:  1  Session:  January  28-29,  1993  135ARBS93 

(2  Days) 
Time:  9:00  am  -  4:00  pm 
Where:  One  Ashburton  Place,  Boston 

Pre-requisite:  Knowledge  of  basics,  searching  and  sorting,  reporting  information 
Enrollment:  12 
Fee:  $265 
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Courses  are  taught  on  IBM  or  compatible  computers. 
HRD  reserves  the  right  to  re-schedule  dates. 


COMPUTER  PROGRAMS 


DESKTOP  PUBLISHING 


Introduction  to  PageMaker 

This  two-day  course  is  designed  for  individuals  who  will  be  using  software  for 
production  of  publications.  In  this  course  you  will  learn  to  create  typeset  quality  publica- 
tions. The  course  will  cover:  1 .  Using  the  mouse;  2.  The  menus  and  tools;  3.  Creating  text 
and  graphics;  4.  Applying  a  style  sneet;  5.  Designing  publications. 

When:  2  Sessions:  December  10-11,  1992  Program  #140PGMF93 

(2  Days)       March  8-9,  1 993  240PGMS93 

Time:  9:00  am  -  4:00  pm 
Where:  One  Ashburton  Place,  Boston 

Pre-requisite:  None,  skills  learned  are  applicable  to  both  IBM  and  Mac  users 
Enrollment:  12 
Fee:  $265 


WORD  PROCESSING 


Introduction  to  WordPerfect 

This  two-day  course  is  designed  to  teach  the  basics  of  word  processing,  using  the 
software  packages'  command  system.  The  course  will  cover:  1 .  Creating  a  document;  2. 
Editing  and  revising  documents;  3.  Spell  checking  and  thesaurus;  4.  Formatting;  and  5. 
Printing. 

When:  4  Sessions:  November  18-19,  1992  Program  #145WRPF93 


(2  Days)       December  1 4- 1 5,  1 992 
February  2-3,  1993 
April  15-16,  1993 

Time:  9:00  am  -  4:00  pm 

Where:  One  Ashburton  Place,  Boston 

Pre-requisite:  None,  for  individuals  interested  in  word  processing 

Enrollment:  12 

Fee:  $265 


146WRPF93 
245WRPS93 
246WRPS93 


Courses  are  taught  on  IBM  or  compatible  computers. 
HRD  reserves  the  right  to  re-schedule  dates 
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COMPUTER  PROGRAMS 


Advanced  WordPerfect 

This  course  is  designed  for  experienced  users  of  WordPerfect  who  are  looking  for 
tricks  and  tips.  This  course  covers  advanced  topics  such  as:  1.  Library  and  Glossary 
commands;  2.  Merge,  Style  Sheets;  3.  Column  Functions;  4.  Outlining;  5.  Table  of 
Contents;  and  6.  Indexing  and  Sorting  text. 

When:  4  Sessions:  December  1,  1992  Program  #155AWPF93 

(1  Day)         February  11,1 993  1 56AWPS93 

April  22,  1993  255AWPS93 

May  25,  1 993  256A VVPS93 

Time:  9:00  am-4:00  pm 

Where:  One  Ashburton  Place,  Boston 

Pre-requisite:  Knowledge  of  creating  a  document,  editing  and  revising,  spell  check  and 
printing 

Enrollment:  12 

Fee:  $135 
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WORD  PROCESSING  FOR  WINDOWS 


These  two-day  courses  will  initially  provide  participants  with  the  keyboarding  and 
mouse  skills  necessary  to  operate  in  the  Windows  environment.  The  courses  will  also 
cover  creating,  editing,  and  moving  text;  saving  and  printing  files;  merging  documents; 
formatting;  and  spell  checking  and  thesaurus. 


Introduction  to  Microsoft  Word  for  Windows 
When:  1  Session:  April  1-2,  1993 
(2  Days) 

Introduction  to  WordPerfect  for  Windows 
When:  1  Session:  January  21-22,  1993 

(2  Days) 
Time:  9:00  am  -  4:00  pm 
Where:  One  Ashburton  Place,  Boston 
Pre-requisite:  None 
Enrollment:  12 
Fee:  $265 


Program  #170MWWS93 


Program  #175WPWS93 


Courses  are  taught  on  IBM  or  compatible  computers. 
HRD  reserves  the  right  to  re-schedule  dates. 


PARTICIPANT  REGISTRATION  FORM 


i 
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Please  use  this  form  to  enroll  in  programs  you  would  like  to  attend.  Send  it  to  your  Department  Training  Officer 
(DTO)  listed  on  pp.  1 0-1 2  of  this  catalogue.  You  must  have  your  supervisor's  signature. 

Program  Information: 

Title 


Program  #  (from  catalogue) 

Program  Date(s) 

Location  


Fee 


Participant  Information: 

Name   


Department  

Work  Address 
City 


Secretariat 


Zip 


Work  Phone  (. 


area  code 


Job  Title 


Job  Grade 


Bargaining  Unit 


Sex: 


Male 


Female 


Disabled:        Yes        No 
Special  Needs  (Specify)  . 


Management  Level  

Race:        1.    White        2.     Black        3.     Hispanic 

5.     Native  American        6.     Other    

Veteran:        Yes        No 


4.     Asian/Pacific  Islander 


Signatures:  (REQUIRED,  OR  FORM  WILL  BE  RETURNED) 

Participant  

Supervisor  


Instructions 

To  enroll  in  HRD  programs, 
send  one  participant  registra- 
tion form  for  each  program 
you  want  to  attend  to  your 
Department  Training  Officer. 
(DTO) 

DO  NOT  SEND  TO  HRD. 

If  selected  to  attend,  your  DTO 
will  sign  and  return  the  form  to 
you.  The  entire  completed  form 
must  be  presented  for  admis- 
sion on  the  day  of  the  course. 

Notify  your  DTO  immediately  if 
you  must  cancel  so  a  substitute 
can  be  sent.  Program  fees  are 
not  refundable. 
Refer  all  registration  questions 
to  your  DTO.  For  additional 
information,  call  HRD  Registrar 
at  727-2408.  Your  DTO  is 
listed  on  pp.  10-12  of  this 
catalogue. 
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Department  Training  Officer  Information:  (For  DTO  use  only) 

Once  you  receive  confirmation  for  this  slot  from  the  HRD  Group,  please  provide  the  following  information  and 
return  this  entire  form  to  the  participant  with  instructions  to  present  the  form  for  admission  to  class. 
This  admission  is  to  be  charged  to:  (if  no  charge,  provide  just  the  three  letter  agency  code  for  I.E.  No.). 

Appropriation  No. - I.E.  No. - - 

Signature  


Ph 


one 


The  HRD  Group  Information  (For  HRD  use  only) 


Coordinator 


Data  Entry  Date 


Initials 


"Registration  Form  valid  only  when  all  information  is  provided  and  signed  by  DTO 

Participants  must  present  this  completed  form  for  admission  to  the  course. 
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Program  Notes 
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Human  Resource 

Development: 

An  Investment  in 

Your  Future 
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